Outlook 2007 Setup

1. Go to Start > All Programs > Microsoft Office > Microsoft Office Outlook 2007.
NOTE: If using Citrix, click on the “Outlook” icon.

2. “"Next” at the Outlook 2007 Startup box.

3. “Yes” at the Account Configuration box, “Next”

4. Check “Manually configure server settings or

additional server types” box, “Next”

5. At the “"Add New E-mail Account box, choose

“Microsoft Exchange”, Next.

6. Enter outlook.vsms.state.vt.us.

7. Uncheck “Use Cashed Exchange Mode”

8. Enter your last name then click on the “Check P ot Btk Ebonda ] .
Name” button. An underline will appear under '
the server name and username if found. Next.

Outlook 2007 Startup
T

Outlook 2007 Startup
Wekome to the Outiook 2007 Startup Wizard, which wil guide you through the
process of configuring Outiook 2007.
Account Configuration [==)
£-mail Accounts
You can configure Outiook to connect to Internet E-mad, Mcrosaft Exchange, o
other E-mai server. Would you lke to configure an E-mai account?
P 1O Tes
o1 ML vext> | o )
Add New E-mail Account [==)
Auto Account Setup
k s
P |V Manually configure server settings or additional server types
(s L A> | o |
Add New E-mail Account [
Choose E-mail Service
Internet E-mail
Connect to yt IMAP, or HTTP server to send and receive e-mai messages.
P15 © Hicrosoft Exchs
Cmﬁlh'ﬁmﬂmﬁlm to your e-mai, calendar, contacts, faxes and voice mal.
Other
‘Add New E-mail Account ===
Microsoft Exchange Settings
‘You can enter the required information to connect to Micrasoft Exchange.
Type the name of your Mirasoft Exchiange sever. For informatan, see your system
administrator.
serverz outlook. vsms.state.vt.us
=
P | |Use Cached Exchange Mode
Type the name of the mailbox set up for you by your sdministrator. The malbox name:
s usually your user name.
1 [ Check Name
Next> | concel
Add New E-mail Account =)
Congratulations!
You have successfully entered al the information required to setup your
account.
To dose the wizard, dick Finsh.
b Lt ] cons |

9. Finish

v
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To add the Spam Complain folder to your favorites:

Folder List

All Folders

= fé‘l Mailbox - Boudreault, R 15

(23 Dy - Public Folf (=] gpen
[ DOE - Public Fol
[ E2k3-Pilat

[ E911 - Public Fo

©pen in Mew window

Send Link ko This Folder

jﬁ Calendar [ FIM - Public Fald Advanced Find...

84 Contacts [ GO¥ - Public Fal Maove "SPAM - Complain®....
(& Deleted Items (1 [ HRC-PublicFall |

(7] Drafts 4 Copy "SPAM - Complain”...

| FootPrints
| Important

[ Internet Newsq

3 JUD - Public Falg —+ Delete "SPAM - Complain®

3 Inbox [ LABOR, - EubllcF a8 Rename "SPAM - Complain®..
;EH Journal [ MIL - Public Fold =t Folder...

L@ Jurk E-mail £ NRE - Public Fol |' Add to Favarites..,

[ Keepers 1 Qutlook Securit =

3 Leslie [ PSE - Public Fald Mark &ll as Read

.| Motes [ PSD - Public Fal Process All Marked Headers
5] Outtbon £ 5AC - Public Fol Process Marked Headers

[ sent Items [ 545 - Public Fol

# [ Sync Issues [ SECCA Sharing... =] ?éi Mailbox - Boudreaul, Rhonda
& Tasks [ 50 - iSkart Properties :ﬁ Calendar
# [ Troubleshooting i 8] Contacts
[ oW (1 SPAM - False Pos @ Deleted Items (1) ,j Qpen
[ ¥PM - Operations (] State Holidays L Drafts Open in New Window
# [0l Search Folders [ TA% - Public Folde [ FootPrinks
2" Expand Public Folders —®= ) 3 Important Send Link b This Falder
" 1 TRE - Public Folde -
1# [ Favarites L\é_ﬂl Inbax Advanced Find...
3" Expand All Public Folders —#= Ca NG th i 5 o
P o et e | 4 Scroll down the list of folders and (3 Jurkoms . [T —
& [3 ADM - Pubilic Fol locate the SPAM — Complain folder. [ Keepers By Copy "SPAM - Complain’”.
@ [ AGR - Public Fol Right click on it and choose Add to [ Leslie . i
# [ ANR. - Public Fol Favorites | Motes 4 Delete "SPAM - Complain
= [ AT - Public Foh L= outbox de | Rename "SPAM - Complain'...
. f P e Rk ol L= Sent Items
H [ Sync Issues _fl New Folder. .
) ] Tasks |'| &dd to Favorite Folders
-—ﬁ Mail # [ Troubleshooting = T
m [ vow Mark all as Read
ﬁ Calendar i
3 vPM -:pe|:jatmns Process All Marked Headers
; @ (] Search F
5= contacts 5" Expand the Favorites Folder (located g oreh Faklers Fracess Marked Headers
A rask under Public Folders) then Right click — 1= CalEEEEs <haring
asks L o aring. ..
on the SPAM — Complain folder and | DII - Training Ro broperties
choose Add to Favorite Folders -

SIELE
1%, Click on Folder List — &

Favorite Folders

[ Inbax
| For Follow Lip
[ Sent Items

TR 7«5y ——— The SPAM — Complain folder will now show up in your Favorite Folders area. The number
of un-read emails listed next to it is the number of items that have been put in this public

folder by everyone on the DII Exchange E-mail system. Only the DII Exchange E-mail
system administrators have permission to view this folder.

All Mail Folders

= Ck{;? Mailbox - Boudreault, Rhonda
@ Deleted Items (1)
L4 Drafs
| FoaokPrints
[ Impartant
L Inbax
[ g Junk E-mail
| Keepers
[ Leslie
L= outbox
L= sent Ttems
& [ Troubleshooting
[ wow
[ ¥PN - Cperations

Unable to display the folder. You do not have sufficient permission to perform this operation on this object, See the folder contact or your system administrator,
# [0 Search Folders

|
_\ﬂ Mail

_ﬁ Calendar

&—| contacts

i] Tasks

L[] 2
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Once your Outlook account is built, you will need to turn off AutoArchive and add the Spam Complain folder to your
favorites. If the “"AutoArchive” section is not visible, this means it has already been disabled by your IT department and
no further action is required by you.

To turn off AutoArchive; go to Tools -> Options -> Other tab, click on the AutoArchive button and uncheck “Run
AutoArchive every xx days”, Ok to the AutoArchive dialog box and OK to the Options dialog box.

Tools

Send/Receive

Find

i address Book,..  Crr+Shift+6
Wy Organize
li} Rules and Alerts. ..

Ouk of Office Assistant. ..

Mailbox Cleanup. ..
@ Empty "Deleted Ikems" Folder

Lol Recover Deleted Items...

FEorms

Macro

E-mail Accounts. .,

Custornize. .,

Opkions...

Enterprise Yault

Preferences | Mail Setup | Mail Format | Spelling | Security | Other | Delegates

General

,‘L)_'I [C]Empty the Deleted Ttems Folder upon exiting

Make Outlook the default program For E-mail, Contacts, and
Calendar,

[ Mavigation Pane Options. .. ] [Advanced Options. .. ]

Aukodrchive

= Manages mailbox size by deleting old items or moving thern ba an
% archive file and by deleting expired items,

Autoarchive, .

T
Reading Pane

Customize options for the Reading Pane.

Reading Pane...

Person Mames
8 Enable the Person Mames Smart Tag
b [ oisplay Messenger Status in the From field

Cancel

Uncheck

AutoArchive

X

[CIRun Aucoarchive every

Default Falder settings far archiving

To specify different archive settings For any Folder, right-click
on the folder and choose Properties, then go to the
Autoarchive tab,

%

3

Cancel
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